State of California DEPARTMENT OF WATER RESOURCES California Natural Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Staff Services Analyst (General) 0242-5157-xxx 50026838 |
APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION
vacant DFS/BO/Funds Management Section
COLLECTIVE BARGAINING IDENTIFIER
Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:
1

RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION

[ Supervisory [] Lead Person Cheryl Barros-Keeton Staff Services Manager |
APPROVED BY (Personnel Analyst's Name) DATE
Andrea Riley 08/02/2012

Pe_rl_(i:;enrg of Activity

POSITION SUMMARY

Under supervision of the Staff Services Manager |, the Staff Services Analyst (General) in the Funds
Management Section is responsible for assisting with SAP system processing to create and verify
funding, monitor programs and perform various budgetary activities of assigned organizations
within the Department.

ESSENTIAL FUNCTIONS

This position requires the incumbent to work cooperatively with others and assist in developing
and monitoring fund activity as well as budgetary issues of the Department. The incumbent will
research, analyze and evaluate DWR programs and complete special assignments related to
program control. Must have the ability to perform work through oral and written instructions.
Requires good analytical skills; tact necessary to interact with program managers and senior
management; and proficiency using SAP, Microsoft Word, and Excel. The incumbent

must maintain consistent and regular attendance.

The specific duties are as follows:

40% Utilizing the Department's MySAP ERP2005 system, researches and analyzes the appropriateness
of AquaAssist Service Requests to create SAP funds, funds centers, functional areas and
subordinate cost objects. Add newly created master data to FM derivation tables to establish links
between the Controlling (CO), Financial (FI), and Funds Management (FM) modules, then assign to
the proper hierarchies and groups. Run reports to ensure cost objects are linked to the proper
fund through funds center and functional area. Recommend appropriate action when a
discrepancy is discovered to maintain integrity of the data produced.

Collaborate with other analysts in establishing the Department's financial and new budgetary
master data for appropriated funding sources as stated in the State's Budget Act, Special
Legislation or Budget Change Proposals. Prepare spreadsheets to transfer historical data from the
current fiscal year to the next fiscal year.

SUPERVISOR'S STATEMENT: | HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.
SUPERVISOR'’S NAME (Print) SUPERVISOR’S SIGNATURE DATE
Cheryl Barros-Keeton >
EMPLOYEE'S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.
EMPLOYEE'S NAME (Print) EMPLOYEE'S SIGNATURE DATE
>
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Staff Services Analyst (General) 0242-5157-xxx 50026838 |
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Pe_rl_?ﬁlrg of Activity
35% Establish communication and maintain the confidence of program managers and other
departmental staff through gathering relevant information needed to research requests, identify
issues, and ultimately resolve mapping and funding problems. Perform preliminary analysis and
make recommendations on requests to manually reallocate expenditures and correct employee
time postings. Diagnose the cause of error messages received by end-users through financial
transactions posted in various modules throughout SAP. Advise management of potential
problems and ensure that funds are expended appropriately and within approved allotments.
25% Monitor and review the result of the Human Resources to Controlling (HR to CO) transfers,

settlement, and assessment process to ensure timely movement of costs. Run weekly reports and
establish contact with appropriate Department personnel to ensure all employee time is entered
and approved in SAP on a weekly basis.

KNOWLEDGE, SKILLS, AND ABILITIES:

- Detail-oriented with the ability to take the lead on special projects.

- Excellent written & verbal communication skills.

- Strong organizational & time management skills with the ability to multi-task.
Excellent interpersonal skills in a team environment.

Maintain regular, consistent, predictable attendance and exercise good judgment.
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	activity: POSITION SUMMARY
Under supervision of the Staff Services Manager I, the Staff Services Analyst (General) in the Funds Management Section is responsible for assisting with SAP system processing to create and verify funding, monitor programs and perform various budgetary activities of assigned organizations within the Department.  

ESSENTIAL FUNCTIONS
This position requires the incumbent to work cooperatively with others and assist in developing and monitoring fund activity as well as budgetary issues of the Department.  The incumbent will research, analyze and evaluate DWR programs and complete special assignments related to program control.   Must have the ability to perform work through oral and written instructions.  Requires good analytical skills; tact necessary to interact with program managers and senior management;  and proficiency using SAP, Microsoft Word, and Excel.  The incumbent  
must maintain consistent and regular attendance.  

The specific duties are as follows:

Utilizing the Department's MySAP ERP2005 system, researches and analyzes the appropriateness of AquaAssist Service Requests to create SAP funds, funds centers, functional areas and subordinate cost objects.  Add newly created master data to FM derivation tables to establish links between the Controlling (CO), Financial (FI), and Funds Management (FM) modules, then assign to the proper hierarchies and groups.    Run reports to ensure cost objects are linked to the proper fund through funds center and functional area.  Recommend appropriate action when a discrepancy is discovered to maintain integrity of the data produced.

Collaborate with other analysts in establishing the Department's financial and new budgetary master data for appropriated funding sources as stated in the State's Budget Act, Special Legislation or Budget Change Proposals.   Prepare spreadsheets to transfer historical data from the current fiscal year to the next fiscal year. 
	classification: Staff Services Analyst (General)
	appointee: vacant
	dwr position number: 0242-5157-xxx
	sap personnel no: 
	sap position number: 50026838
	division: DFS/BO/Funds Management Section
	mcr: I
	percent 2: 35%
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	activity2: Establish communication and maintain the confidence of program managers and other departmental staff through gathering relevant information needed to research requests, identify issues, and ultimately resolve mapping and funding problems.  Perform preliminary analysis and make recommendations on requests to manually reallocate expenditures and correct employee time postings.  Diagnose the cause of error messages received by end-users through financial transactions posted in various modules throughout SAP.  Advise management of potential problems and ensure that funds are expended appropriately and within approved allotments.

Monitor and review the result of the Human Resources to Controlling (HR to CO) transfers, settlement, and assessment process to ensure timely movement of costs.  Run weekly reports and establish contact with appropriate Department personnel to ensure all employee time is entered and approved in SAP on a weekly basis.  


KNOWLEDGE, SKILLS, AND ABILITIES:
-  Detail-oriented with the ability to take the lead on special projects.
-  Excellent written & verbal communication skills.
-  Strong organizational & time management skills with the ability to multi-task.
-  Excellent interpersonal skills in a team environment.
-  Maintain regular, consistent, predictable attendance and exercise good judgment.

	supervisor name: Cheryl Barros-Keeton
	employee name: 


